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Labor Exchange  
“Find A Seeker” 

Toolbox 2.0 Desk Aid 
 
Workforce system staff process 
 
Finding a job seeker is a three step process. 

1. Staff will query the job seeker data base. 
2. Staff will select the job seeker from the returned results. 
3. Staff can then work with the job seeker’s record. 

 
 
NOTE:  By clicking in the boxes and pressing F1, you access a help box for each item.  
As of document creation, help screens were incomplete.  Therefore, screen shots do not 
include the help screen.  Corrected text is included. 
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Figure # 1: Missouri Toolbox 2.0 Main Screen 

Step-by-Step: 
 

1) In order to find a job seeker, click on the Seeker speed button on the speed button 
bar. 
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Find Job Seeker 
Job seekers can be found by their Social Security Numbers, Phone number, Last and First name, 
App ID, DCN, Web User Id, or Email address. 
 

 
 

Figure # 2: Seeker Screen 
Find Seeker Tab Screen 

Step-by-Step: 
 

1) Enter the job seeker’s SSN, phone number, last and first name, app id, DCN, web user id 
or email address in the text boxes. 

2) Click the Search button. 
 
REMINDER:  A find seeker search from the SSN, app id, web user id, and DCN should bring 
back a single record.  A find seeker search by phone, last name, and email may bring back 
multiple records.  The area code defaults to the staff location. 
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Figure # 3: Seeker Screen 
Find Seeker Tab Screen 

Step-by-Step: 
 

1) Staff can select which page defaults as the next page opened after doing a search from the 
find seeker icon. 

2) Once a record has been located, double click on the record and it will open to the page 
selected by staff as the default page.  See Figure #4 (The suggested page would be the 
Seeker Info page) 
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Seeker Information 
 

 
 

Figure # 4: Seeker Screen 
Seeker Info Tab Screen 

 
From the screen shown in Figure 4, the job seeker’s personal information can be found.  Staff 
can reset the seeker’s password from this screen. 


